MCO 1510. 73C
DRAFT

MOS 3002, GROUND SUPPLY OFFI CER

DUTY AREA 01 - PROPERTY ACCOUNTI NG LT

TASK: 3002.01.01 (CORE) MANAGE ALLOWANCES

CONDI TION(S): G ven a Table of Organization (T/O, a Table of Equi pnent (T/E), Speci al
Al | onance/ Conmand adj ust nent, authorization letters, Property Accounting Docunent,

access to an autonmated systemwi th applicable software, and the references.

STANDARD( S): To ensure equi pnent all owances will be identified and nmanaged on the
Property Accounting Document.

PERFORVANCE STEPS:
1. Compute weapons and i ndividual equi prent all owances per the T/ O

2. Load all authorized all owances, special allowances, and command adjustnents to
the Property Control Docunent.

3. Reconcile the Property Control Document with the T/E.
4. Reconcile the Property Control Docunent, T/E, and MDSSI| as required.

5. Direct corrective action is taken on the Property Control Docurment when
required.

NI TIAL TRAI NI NG SETTING FLC Sustainment: 24 Req By: 2ndLt
REFERENCE( S) :

1. MCO P4400. 150 , Consumer Level Supply Manual

2. UM 4400- 120, Asset Tracking for Logistics Supply System

3. UM 4400-124_, SASSY Using Units Procedures

TASK: 3002.01.02 (CORE) SUBM T T/ O%E CHANGE REQUESTS
CONDI TION(S): G ven a requirement to adjust unit allowances, the unit's Tabl e of
Organi zati on and Equi pnent (T/0&E), special allowance authorization, Type 2 authorized
al | owances, access to an automated systemwi th applicable software, and the references.
STANDARD( S): To ensure the unit's accountable records accurately reflect Type 1 and 2
al | owances established by the T/E, unit T/0, special allowances authorization, and Type
2 aut horized all owances.
PERFORMANCE STEPS:

1. Review the references.

2. Reconcile T/E, T/0, Type 2, and special allowances to quantities |listed on the

Appendix Ato



ENCLOSURE ( 6)

6-A-1

MCO 1510. 73C
DRAFT

al l owance field of the accountable record.

3. ldentify discrepanci es.

4. Submt T/ Q&E change requests.

5. Mnitor change requests until approved or denied.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt
REFERENCE( S) :

1. MCO P5311.1 , Total Force Structure Process

TASK: 3002.01.03 (CORE) MANACE REDI STRI BUTI ONS

CONDI TION(S): G ven on-hand assets, allowance docunments, property control docunent,
access to an automated systemwi th applicable software, and the references.

STANDARD( S): To redistribute excess assets in accordance with the references.
PERFORVANCE STEPS

1. Validate excess/deficient equipnent reflected on the property accounting
docunent is actually on hand.

2. Report excess/deficient equipnent.
3. Subnit a request for disposition instructions for controlled itens as required.
4. Verify transactions are processed.
5. Verify property accounting docunent is updated.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :
1. MCO P4400. 150 , Consumrer Level Supply Manual
2. MCO P4400.82_, Regul ated/ Control |tem Managenent Manual

3. UM 4400- 124 , SASSY Using Units Procedures

TASK: 3002.01.04 (CORE) DI RECT DI SPOSAL OF DAMAGED OR DETERI ORATED SUPPLI ES AND
EQUI PMENT

CONDI TION(S): G ven unserviceable material and references.



STANDARD( S): I n accordance with the references.
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PERFORMANCE STEPS:
1. Validate condition of the equipment.
2. Supervise turn-in to the Defense Reutilization Marketing Office, as required.
3. Validate Property Accounting Docunent has been adjusted as required.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt
REFERENCE( S) :
1. DOD 4145.19-R- 1, Storage and Materials Handling
2. DOD 4160.21-M Defense Reutilization and Marketing Manual

3. UM 4400- 124 _, SASSY Using Units Procedures

TASK: 3002.01.05 (CORE) MANAGE CONTROLLED | TEMS

CONDI TION(S): G ven a requirement to account for controlled items, Property Control
Docunent, and the references.

STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. Ildentify all itenms with a Controlled Item Code (ClC) of A through I.
2. Subnit requests for disposition instructions for controlled itens, as required.
3. Request docunent nunber to order deficiencies as required.
I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt
REFERENCE( S) :
1. MCO P4400. 150 , Consumer Level Supply Manual
2. MCO P4400.82 , Regul ated/ Control |tem Managenent Manual
3. OPNAV 5530. 14, Physical Security and Loss Prevention
4. UM 4400- 120, Asset Tracking for Logistics Supply System

5. UM 4400- 123, FMF SASSY Managenent Unit Procedures



6. UM 4400-124_, SASSY Using Units Procedures

TASK: 3002.01.06 (CORE) MANAGE THE ROLLBACK OF EXCESS MATERI AL
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CONDI TION(S): G ven excess material to be rolled back and the references.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. ldentify excess material to be rolled back.
2. Verify excess material is rolled back.
3. Validate property accounting record is adjusted as required.
NI TIAL TRAINING SETTING FLC Sustainment: 24 Req By: 2ndLt
REFERENCE( S) :
1. MCO P4400. 150 , Consumer Level Supply Manual
2. MCO P4400.151_, Internediate Level Supply Managenent Policy Mnual
3. UM 4400- 120, Asset Tracking for Logistics Supply System

4. UM 4400- 124 , SASSY Using Units Procedures

TASK: 3002.01.07 (CORE) MANAGE THE MAI NTENANCE OF RESPONSI BLE OFFI CER (RO) ACCOUNTS
CONDI TION(S): G ven Responsible Oficer (RO accounts, pending transactions, supporting
docunent ati on, access to an automated systemwi th applicable software, and the

ref erences.

STANDARD( S): I n accordance with the references.

PERFORVANCE STEPS:

1. Verify that responsible officers are appointed in witing by the conmandi ng
of ficer.

2. Verify that all RO acceptance letters are on file.
3. Verify that adjustnents to RO accounts are processed.

4. Conduct reconciliations with ROs as directed in the references.



5. Resolve any discrepancies with RO accounts.
6. Endorse Requests for Investigation submtted by ROs as required.
7. Direct annual inventories of RO accounts per the references.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt
REFERENCE( S) :
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1. Local SOP
2.  MCO P4400.150_, Consuner Level Supply Manua
3. UM 4400- 120, Asset Tracking for Logistics Supply System

4. UM 4400- 124 _, SASSY Using Units Procedures

TASK: 3002.01.08 (CORE) CONDUCT ANNUAL | NVENTORY

CONDI TION(S): G ven a using unit supply account, property control docunmentation, access
to an automated systemw th applicable software and internet connectivity, and the

ref erences.

STANDARD( S): To ensure all assets are accounted for on property control docunments in
accordance with the references.

PERFORVANCE STEPS
1. Direct the inventory of on-hand itens.
2. ldentify variances for all itens on the Property Control Docunents.
3. ldentify all on-hand itens that are not listed on the Property Control Documrent.
4. Conduct causative research for variances as required.
5. Initiate requests for investigative action as required.
6. Report results of inventory to Commandi ng Officer

7. Obtain authorization to nake adjustnments to Property Control Docunent in
accordance with the references.

8. Verify all adjustnment transactions are processed.
9. Mintain record of inventory on file in accordance with the references.

I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt



REFERENCE( S)
1. Local SOP

2. MCO P4400. 150_, Consuner Level Supply Manua

TASK: 3002.01.09 (CORE) CONDUCT SPOT/ CYCLI CAL | NVENTORY

CONDI TION(S): G ven a using unit supply account, the Property Control Docunent, access

to an automated systemw th applicable software and internet connectivity, and the

ref erence.
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STANDARD( S): To ensure assets are accounted for in accordance with the references.

PERFORVANCE STEPS

1. Direct spot inventories of specific TAMCNs for inmedi ate feedback of on-hand
accuracy.

2. Direct a cyclic inventory schedule to continually nonitor the accountability of
assets.

3. ldentify variances for selected itens between the counts and the Property
Control Documents.

4. Conduct causative research for variances as required.
5. Initiate requests for investigative action as required.
6. Report results of inventory to Commandi ng Oficer

7. Obtain authorization to nake adjustments to Property Control Docunent in
accordance with the references.

8. Verify all adjustnent transactions are processed.

9. Mintain record of inventory on file in accordance with the references.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :

1. Local SCP

2.  MCO P4400.150_, Consuner Level Supply Manua




TASK: 3002.01.10 (CORE) MAI NTAIN MONEY VALUE GAI N LOSS (MWGE.) REPORT
CONDI TION(S): G ven Mney Val ue Gai n/Loss Notices, supporting docunmentation, access to
an autonated systemwi th applicable software and i nternet connectivity, and the
ref erences.
STANDARD( S): I n accordance with the references.
PERFORVANCE STEPS:
1. Review Money Value Gain/Loss Notices and supporting docunentati on.
2. Research all computer-generated and administrative gains to ascertain cause.

3. Obtain required certification fromthe Comuandi ng O ficer.

4. Verify that Money Value Gain Loss Notice reports are mmintai ned per the
ref erences.
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NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :

1. MCO P4400. 150 , Consumer Level Supply Manua

2. UM 4400- 120, Asset Tracking for Logistics Supply System

3. UM 4400- 124 , SASSY Using Units Procedures

TASK: 3002.01.11 (CORE) MANAGE SUBSI DI ARY RECORDS/ SYSTEMS FOR NON- | SSUED SERI ALl ZED
GEAR

CONDI TION(S): G ven serialized highly pilferable items and the references.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS
1. ldentify serialized and highly pilferable itens.
2. Inventory non-issued serialized and highly pilferable itens.
3. Complete subsidiary records on all itenms inventoried per the references.
4. Maintain Sub-Custody Records, as required.
I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt

REFERENCE( S) :



1. MCO P4400. 150 , Consumer Level Supply Manual
2. UM 4400- 120, Asset Tracking for Logistics Supply System
3. UM 4400-124_, SASSY Using Units Procedures
4. UM 4400- 15, Organic Property Control Procedures
ADM NI STRATI VE | NSTRUCTI ONS: A unit may use a CMR account for the warehouse for

accountability; however, the supply officer remains responsible for assets in the
war ehouse.

TASK: 3002.01.12 (CORE) MAI NTAIN SMALL ARMS REPORT

CONDI TION(S): G ven a requirenent to nmanage serialized small arns, Property Control

Docurent, Serialized Small Arns Report, supporting documentation, RO account, access to

an automated systemw th applicable software, and the references.

STANDARD( S): To ensure the Serialized Small Arns Report is verified and returned to
Appendi x Ato
ENCLOSURE ( 6)

6-A-7

MCO 1510. 73C
DRAFT

Naval Surface War-Fighting Center Division (NAVSURFWARCENDI V), Crane, Indiana, in
accordance with the references.

PERFORMANCE STEPS:

1. Verify the Commanding O ficer has appointed an Inventory O ficer to conduct the
small arms inventory.

2. Ensure an inventory is conducted by the Inventory Oficer, in accordance with
the references.

3. Reconcile variances identified by the Inventory Oficer between the counts and
the Property Control Docunents.

4. Initiate requests for investigative action as required.
5. Report results of inventory to Commandi ng O ficer.

6. Forward the Serialized Small Arms Report to the Conmanding O ficer for
si gnat ure.

7. Subnit Serialized Small Arns Report to NAVSURFWARCENDI V, Crane, |ndiana, in
accordance with the references.

8. Obtain authorization to nake adjustments to Property Control Docunent in
accordance with the references, as required.

9. Verify all adjustment transactions are processed as required.



10. Verify that all changes to serialized small arms inventory are reported to

NAVSURFWARCENDI V, Crane, Indiana imrediately as they occur.

11. Verify that a copy is nmmintained on-hand, in accordance with the references.

NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt
REFERENCE( S) :
1. MCO 8300.1 , USMC Serialized Control of Small Arns System
2.  MCO P4400. 150_, Consuner Level Supply Manual

3. UM 4400- 124 , SASSY Using Units Procedures

TASK: 3002.01.13 (CORE) MANAGE TEMPORARY LCAN FI LES

CONDI TION(S): G ven a requirement for the temporary | oan of assets,
Records, and the references.

STANDARD( S): I n accordance with the references.

PERFORMANCE STEPS:
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1. Verify that proper authorization is provided prior to initiating tenporary

| oans.

2. Verify that temporary | oans are issued using Equi pnent Custody Records.

3. Verify tempary loans are returned within required time franes.

I NI TIAL TRAINING SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :

1. Local SOP

2. MCO P4400. 150_, Consuner Level Supply Manual

3. UM 4400-124_, SASSY Using Units Procedures

TASK: 3002.01. 14 (CORE PLUS) MANAGE NON- T/ E ASSETS

CONDI TION(S): G ven the requirenment to account for non-T/E assets,
aut omat ed systemwith applicable software, and the references.

STANDARD( S): I n accordance with [|ocal SOP and the references.

access to an



PERFORMANCE STEPS:
1. Account for Garrison Property as required.
2. Account for Morale, Wl fare, and Recreation Equi pment as required.
3. Account for consunabl e supplies as required.
4. Account for Non-T/E assets as required.
NI TIAL TRAI NI NG SETTING MXJT Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :
1. Local SOCP
2. MCO P1700. 27, Marine Corps Comunity Services Policy Mnual
3. MCO P4400. 150_, Consuner Level Supply Manual
4. UM 4400- 120, Asset Tracking for Logistics Supply System

5. UM 4400- 124 _, SASSY Using Units Procedures

TASK: 3002.01.15 (CORE) MANAGE THE CONTROL OF | NDI VI DUAL EQUI PMENT
CONDI TION(S): G ven accountabl e assets, |ocator decks, individual equiprment issue
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poi nt, Individual Menorandum Recei pts, access to an automated systemw th applicable
software, and the references.

STANDARD( S): To ensure all individual equipnent is nmaintained, issued, and accounted
for in accordance with the references.

PERFORVANCE STEPS:
1. Maintain adequate issue point security.
2. Verify serviceability of issue point stocks.

3. Verify that all individual equipment is properly issued and subcustodi ed on
I ndi vi dual Menorandum Receipts (I MR) or appropriate autonated system records.

4. Verify that IMs (or substitute systemrecords) are reconciled with the unit
al pha roster on a nonthly basis.

5. Conduct inventories as required.

I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt



REFERENCE( S) :
1. Internal Managenent Control Reference
2. Local SOP
3. MCO P4400. 150 _, Consuner Level Supply Manual
4. MCO P4450.7_, Marine Corps Warehousi ng Manual
5. OPNAV 5530. 14, Physical Security and Loss Prevention
6. UM 4400- 120, Asset Tracking for Logistics Supply System

7. UM 4400-124_, SASSY Using Units Procedures

TASK: 3002.01.16 (CORE) MANAGE SUPPLY RELATED | NVESTI GATI ONS
CONDI TION(S): G ven a conpleted supply related investigation and the references.

STANDARD( S): To ensure investigations are vouchered and adjustnents to property control
docunents made as required in accordance with the references.

PERFORVANCE STEPS:
1. Verify investigation is vouchered.
2. Verify adjustnent transactions are processed and vouchered as required.
3. Redline investigations in accordance with the reference.
Appendix Ato
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4. Conply with applicable recommendati ons of the investigating officer that are
approved by the Commandi ng Officer.

5. Certify the investigation.

6. Verify investigations are maintained on file in accordance with the references.
I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt
REFERENCE( S) :

1. MCO P4400. 150 , Consumer Level Supply Manual

2. UM 4400- 124 _, SASSY Using Units Procedures




TASK: 3002.01.17 (CORE) ASSI ST I N MAI NTAI NI NG THE MARI NE CORPS GROUND EQUI PMENT
RESOURCE REPORTABLE ( MCGERR) | TEMS

CONDI TION(S): G ven nai ntenance readi ness reports, Property Control Docunent, access to
an automated systemw th applicable software and internet connectivity, and the
ref erences.
STANDARD( S): To ensure all MCGERR reportable itens are on-hand.
PERFORMANCE STEPS:
1. Reconcile the T/E or T/Awith Marine Corps Bulletin 3000 quarterly.
2. Validate all MCCGERR reportable itens are on the nmintenance readi ness report.
3. Review mai nt enance readi ness report for supply rel ated deficiencies.
4. Monitor requisitions for MCGERR itens.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :
1. MCO 3000.11, Marine Corps Ground Equi prent Resource Reporting

2. MCO P4400. 150_, Consuner Level Supply Manual

TASK: 3002.01. 18 (CORE) ANALYZE PROPERTY ACCOUNTI NG REPORTS

CONDI TION(S): G ven nechani zed systemreports, Property Control Document, access to an
aut omat ed systemwi th applicable software and i nternet connectivity, and the references.

STANDARD( S): To ensure the property accounting docunents are maintained current in
accordance with the references.

PERFORMANCE STEPS:
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1. Review exception reports.
2. Review error reports.
3. Review voucher dunps as required.
4. Review history file reports as required.

5. Reconcil e discrepanci es between the nmechani zed systemreports and the Property
Control Documents.

6. Take corrective action as required.



NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :

1. MCO P4400. 150 , Consumer Level Supply Manual

2. UM 4400- 120, Asset Tracking for Logistics Supply System

3. UM 4400-124_, SASSY Using Units Procedures
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DUTY AREA 02 - REQUISITIONING LT
TASK: 3002.02.01 (CORE) MANAGE PROCESSI NG OF ADDI TI ONAL DEMANDS
CONDI TION(S): G ven an additional denand, requirenents to repair/replace conponents of

end itens, mmintenance order, maintenance part request, SL-3/4 as applicable, access to
an automated systemw th applicable software, and the references.



STANDARD( S): To ensure additional demands are processed per the references.
PERFORMANCE STEPS:

1. Verify that technical research has been conduct ed.

2. Verify that additional demands have been accurately processed.

3. Verify that maintenance orders have been appropriately approved.

4. Verify that maintenance part requests have been accurately processed.
NI TIAL TRAINING SETTING FLC Sustainment: 24 Req By: 2ndLt
REFERENCE( S) :

1. MCO P4400. 150 , Consumer Level Supply Manual

2. UM 4400- 120, Asset Tracking for Logistics Supply System

3. UM 4400-124_, SASSY Using Units Procedures

4. UM 4790-5, MMV5 (AIS) Field Users Manual

ADM NI STRATI VE | NSTRUCTI ONS: Mai nt enance Order - ERO (Equi prent Repair O der)
Mai nt enance Part Request - EROSL (Equi pnent Repair Order Shopping List)

TASK: 3002.02.02 (CORE) MANAGE UNI FORM MOVEMENT | SSUE AND PRI ORI TY SYSTEM

CONDI TION(S): G ven a Document Control File, Unit Performance Report, access to

Force/ Activity Designator (FAD), Urgency of Need Designator (UND), access to an

aut omat ed systemwi th applicable software and internet connectivity, and the references.
STANDARD( S): I n accordance with the references.

PERFORMANCE STEPS:

1. Ensure priorities are assigned based on the actual UND.

2. Ensure witten guidance is provided regarding appropriate utilization of the
priority system

3. Ensure the corrective action is acconplished.
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I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 36 Req By: 2ndLt
REFERENCE( S) :

1. MCO 4400.16_, Uniform Material Mvenent |ssue and Priority System (UW PS)



2. MCO P4400. 150_, Consuner Level Supply Manual
3. UM 4400- 120, Asset Tracking for Logistics Supply System
4. UM 4400- 124 _, SASSY Using Units Procedures

5. UM 4400- 15, Organic Property Control Procedures

TASK: 3002.02.03 (CORE) MANAGE MAI NTENANCE OF REQUI SI Tl ONS

CONDI TION(S): G ven a Docunment Control File, a pending requisition file, access to an
aut omat ed systemwi th applicable software and internet connectivity, and the references.

STANDARD( S): I n accordance with the references.
PERFORVANCE STEPS:

1. Schedule and verify that reconciliations are conducted every two weeks with
supported custoners.

2. Validate that all problens are resol ved and necessary cancel |l ation, foll ow up,
di screpancies in shipment, or nodification actions are initiated as required.

3. Evaluate outcone of reconciliations.
NI TIAL TRAINING SETTING FLC Sustainment: 24 Req By: 2ndLt
REFERENCE( S) :

1. MCO P4400. 150 , Consumer Level Supply Manual

2. UM 4400- 120, Asset Tracking for Logistics Supply System

3. UM 4400-124_, SASSY Using Units Procedures

TASK: 3002.02.04 (CORE) MANAGE DAILY MAI NTENANCE TRANSACTI ONS LI ST
CONDI TION(S): G ven a daily naintenance transaction |ist, maintenance order,
mai nt enance part request, and mai ntenance records status files, access to an automated
systemw th applicable software and i nternet connectivity, and the references.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
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1. Verify that pendi ng mai ntenance orders on the daily maintenance transactions



list have been reconcil ed and processed on the maintenance records status files.
2. Ensure transactions to correct errors have been submtted.
3. Ensure reconciliations with commodities are perforned.
4. Conduct periodic reviews per current directives.
NI TIAL TRAI NI NG SETTING FLC Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :
1. UM 4400-120, Asset Tracking for Logistics Supply System
2. UM 4400-124_, SASSY Using Units Procedures

3. UM 4790-5, MMWS (Al'S) Field Users Manual

TASK: 3002.02. 05 (CORE PLUS) MANAGE THE RECONCI LI ATI ON OF THE MATERI AL OBLI GATI ON
VALI DATI ON BACKORDER VALI DATI ON

CONDI TION(S): G ven an MOV/ BOV, Document Control File, MOV/ BOV reconciliation schedul e,
access to an automated systemwi th applicable software and internet connectivity, and
the references.
STANDARD( S): I n accordance with references.
PERFORMANCE STEPS:
1. Reconcile all requirements against the MOV/BOV as directed.
2. Validate the annotation of the appropriate |istings/docunents.
3. Comply with quarterly MOV/ BOV requirenents.
NI TIAL TRAI NI NG SETTING MXT Sustainment: 24 Req By: 2ndLt
REFERENCE( S) :
1. Local SOCP
2.  MCO P4400. 150 _, Consuner Level Supply Manual
3. UM 4400- 123, FMF SASSY Managenent Unit Procedures

4. UM 4400- 124 , SASSY Using Units Procedures

5. UM 4400- 15, Organic Property Control Procedures

TASK: 3002.02.06 (CORE) MANACGE THE SUPPLY DI SCREPANCY REPORT
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CONDI TION(S): G ven a requirenment to submit a Supply Discrepancy Report (SDR), access
to an automated systemw th applicable software and internet connectivity, and the
ref erences.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. Review the references.
2. Determne the type of discrepancy.
3. Determine the distribution of SDR
4. Audit the prepared SDR
5. Mnitor use of on-line SDR submi ssion to Defense Logi stics Agency.
NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :
1. DLA HANDBOCK, Defense Logistics Agency Customer Service Handbook
2. SECNAVI NST 4355. 18, Reporting of Items and Packagi ng Di screpanci es

3. UM 4400- 123, FMF SASSY Managenent Unit Procedures

4. UM 4400- 124 , SASSY Using Units Procedures

TASK: 3002.02. 07 (CORE) ANALYZE THE REQUI SI TI ON MANAGEMENT REPORTS

CONDI TION(S): G ven the requisition managenent reports, access to an automated system
wi th applicable software and internet connectivity, and the references.

STANDARD( S): I n accordance with the references.

PERFORVANCE STEPS:

1. Interpret information on the requisition management reports.
2. ldentify problem areas.
3. Initiate corrective action as required.

4. Verify that corrective action is acconplished.
I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 36 Req By: 2ndLt
REFERENCE( S) :

1. UM 4400-120, Asset Tracking for Logistics Supply System
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2. UM 4400- 124 _, SASSY Using Units Procedures
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DUTY AREA 03 - FI NANCI AL MANAGEMENT: LT
TASK: 3002.03.01 (CORE) PREPARE ANNUAL BUDGET
CONDI TION(S): G ven | ocal budget guidance fromthe conmptroller, comodity manager's
resource requirements, budget execution activity (BEA) nmanagenent reports, past spending
hi story, previous year's annual and m dyear budget, budget docunmentation, access to an
aut omat ed systemwi th applicable software and internet connectivity, and the references.
STANDARD( S): I n accordance with the references.
PERFORVANCE STEPS

1. Review |l ocal budget guidance.

2. Collect and review all historical and current information affecting the budget,
to include annual training and operations.

3. Consolidate all maintenance, T/E, inventory, training, admnistrative,
repl eni shrent/ repl acenent, and ot her deficiencies.

4. ldentify and segregate all requirements for Planning Estinate (PE) fundi ng and
Requi sition Authority (RA) funding.

5. Hold an internal budget review with commpdity managers.

6. Identify funding deficiencies by conparing total resource requirenents wth
annual authori zati ons.

7. Construct draft budget and deficiency report.

8. Prioritize and justify fundi ng deficiencies.

9. (Obtain Commandi ng Officer's approval.

10. Submt final budget and deficiency report.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :

1. Local SOP

2. NAVMC 2664

3.  NAVSO P3006

4. DOD 7000.14-R, Financial Mnagenent Regul ation



5. MCO P7100.8_, Field Budget Guidance Manual
6. MCO P7300.21, SABRS Financial Procedures Manual
7. SABRS USER MANUAL, Standard Accounting, Budgeting, and Reporting System
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( SABRS) Manual

TASK: 3002.03.02 (CORE) EXECUTE BUDGET/ SPENDI NG PLAN
CONDI TION(S): G ven a funding authorization, source docunents, material and services
reports, budget execution activity (BEA) managenent reports, access to an autonated
systemw th applicable software and i nternet connectivity, and the references.
STANDARD( S): To ensure funds are expended per the budget submitted.
PERFORVANCE STEPS:

1. Review the budget.

2. Manage source docunents.

3. Verify that obligations do not exceed authorizations.

4. Direct fiscal reconciliation between the pending, obligated, and conpleted files
wi th the SABRS managenent reports.

5. Manage reconciliation of Requisition Authority (RA) obligations.
6. Validate all unliquidated obligations (ULO, to include travel orders (TAD).
7. Resolve ULO discrepanci es.
8. Meet quarterly obligation goals.
9. Identify deficiencies to commandi ng officer.
I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :
1. Local SOP
2. DOD 7000. 14-R, Financial Managenment Regul ation

3. MCO 10110.40_, Policy for Requisition, Issue and Control of Packaged
Operational Rations, Accounting for Operational Rations

4. MCO P7100.8_, Field Budget CGui dance Manual



5. MCO P7300. 21, SABRS Fi nanci al Procedures Mnual

TASK: 3002. 03.03 (CORE) CONDUCT M DYEAR REVI EW

CONDI TION(S): G ven budget guidance, a current budget, usage data, projected

requi renents, previous year's budget, access to an automated systemw th applicable

software and internet connectivity, and the references.
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STANDARD( S): To ensure adequate funds are available to support m ssion requirenents

t hrough the end of the fiscal year

PERFORVANCE STEPS

1. Review current fiscal year budget, usage data, projected requirements, and
previous year's operational budget to determ ne unfunded requirenents.

2. Consolidate and prioritize all maintenance, T/E, inventory, training,
admi ni strative, replenishnent/replacement, and ot her deficiencies.

3. Prepare midyear review per the reference and | ocal guidance.
4. Brief the Comanding Oficer on the state of the m dyear review
5. Subnit the midyear review
I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :
1. Local SOCP

2. MCO P7100.8 , Field Budget Guidance Manua

TASK: 3002. 03.04 (CORE) MANAGE FI SCAL ACCOUNTABI LI TY

CONDI TION(S) : G ven budget gui dance, a current budget, weekly avail abl e bal ance
reports, docunent control file, Standard Accounting Budgeti ng and Reporting System
(SABRS) reports, budget execution activity (BEA) managenent reports, fiscal |ogbook,
pendi ng and conpl eted fiscal files, access to an autonmated systemw th applicable
software and internet connectivity, and the references.

STANDARD( S): To ensure financial resources are correctly accounted for and records
mai nt ai ned in accordance with the references.

PERFORVANCE STEPS

1. Ensure appointnent and revocation letters are maintained on file for the supply



officer and fiscal clerk.
2. Manage source docunents.

3. Manage the extract and mai ntenance of required fiscal reports from SABRS and
SMARTS.

4. Manage the reconciliation between SABRS and t he supply mainfrane and/or the
supply operating system

5. Manage the avail abl e bal ances.
6. Brief the Commanding Oficer on the status of funds on a regul ar basis.
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NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :
1. Local SOP
2. DOD 7000. 14-R, Financial Mnagenment Regul ation
3. MCO 5212.5 , Records Disposition Manual
4. MCO P7100.8_, Field Budget CGui dance Manual

5. MCO P7300. 21, SABRS Fi nanci al Procedures Mnual

TASK: 3002.03.05 (CORE) CONDUCT ANNUAL CLOSEQUT
CONDI TION(S): G ven local closeout guidance fromthe conptroller and the internediate
supply support activity (1SSA), budget execution activity (BEA) nmanagenent reports,
material and services reports, unfunded requirenents, an approved budget, year-end
spendi ng pl an, outstanding obligations, access to an automated systemw th applicable
software and internet connectivity, and the references.
STANDARD( S): To ensure obligation percentages do not exceed total authorization.
PERFORMANCE STEPS:

1. Review guidance fromconptroller, |SSA Purchasing and Contracting.

2. Coseout all reinbursable funding docunents.

3. Collect, review, and prioritize all known end-of-year spending requirenents for
both Requisition Authority (RA) funds and Pl anning Estinate (PE) funds.

4. Create a spending plan for end-of-year funds.



5. Create a prioritized funding deficiency report for possible distribution of
addi ti onal end-of-year funds.

6. Verify obligation percentages are net per the budget/spending plan and | oca
cl oseout gui dance.

7. Manage unliquidated orders, taking corrective action for all invalid obligations
and | i qui dati ons.

8. Verify that results fromcloseout are submitted to higher headquarters.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :
1. Local SOCP
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2. DOD 7000. 14-R, Financial Managenent Regul ation

3. MCO P7100.8_, Field Budget Guidance Manua

TASK: 3002.03.06 (CORE PLUS) MANAGE FI SCAL FOR UNI'T FUNDED EXERCI SES

CONDI TION(S): G ven an exercise operations order, task organization |list, equipment
density list (EDL), unit/comodity exercise requirenents historical fiscal after action
reports, historical exercise requirenents, and the references.

STANDARD( S): To determine the requirements and financially support the exercise.
PERFORVANCE STEPS

1. Review the exercise operations order, task organi zation, EDL, historical fisca
after action reports, historical exercise requirenents, and the references.

2. Validate unit/conmpdity exercise requirenments with |ogistics officer and
conmodi ty nanagers.

3. Create a fiscal estimate for all classes of supply and exercise support
requirenents.

4. Deternine the feasibility of financially supporting the exercise within the
est abl i shed budget, and/or identify potential external funding sources.

5. Brief Conmanding Officer on the fiscal estimate, feasibility, and financia
i mpact to the unit.

6. Request financial information pointers (FIP) fromthe conptroller in order to
identify the exercise costs.



7. Manage funds and fiscal |ogbooks/files in support of the exercise.
8. Identify all exercise costs and maintain source docunents.
9. Create a fiscal after action report detailing all exercise costs.

10. Brief the Commanding O ficer of the fiscal after action report and the inpact on
t he budget.

11. File the fiscal after action report and all supporting exercise information for
hi storical reference.

NI TIAL TRAINING SETTING MXJT Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :

1. Local SOCP

2. DOD 7000. 14-R, Financial Managenent Regul ation

3. MCO P7100.8_, Field Budget Guidance Manua
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TASK: 3002.03. 07 (CORE PLUS) MANAGE FI SCAL FOR EXTERNALLY FUNDED EXERCI SES

CONDI TION(S): G ven an exercise operations order, task organization |ist, equipment
density list (EDL), fiscal letter of instruction, unit/commodity exercise requirenents
historical fiscal after action reports, historical exercise requirenents, and the

ref erences.

STANDARD( S): To determine the requirenments and financially support the exercise with
ext ernal funding.

PERFORMANCE STEPS
1. Review the exercise operations order, task organization, EDL, fiscal letter of
instruction, historical fiscal after action reports, historical exercise
requi renents, and the references.

2. ldentify unit/conmpdity exercise requirenments with |ogistics officer and
comodities.

3. Create a fiscal estimate for all classes of supply and exercise support
requirenents.

4. Brief the Commanding O ficer on the fiscal estimate, and support requirenents
for the exercise.

5. Subnit the fiscal estimate (requirenments) to the external agency providing
f undi ng.



6. ldentify the amount of funding provided by the external agency.

7. Revise the fiscal estinmate in accordance with the anmount of funding provided,
identifying any fundi ng deficiencies and their inmpact on the exercise.

8. Request financial information pointer (FIP), which cites the external funding,
fromthe conptroller to identify the exercise costs.

9. Manage funds and fiscal |ogbooks/files in support of the exercise.
10. ldentify all exercise costs and mmintain source docunents.

11. Create a fiscal after action report, which details all exercise costs, to
ext ernal agenci es providing funding.

12. Brief the Commanding O ficer of the fiscal after action report and the inpact on
t he budget.

13. Submit fiscal after action report to the external agency providing funding.

14. Reconcile cost identified in fiscal after action report with funding provided by
ext ernal agenci es.

15. File the fiscal after action report and all supporting exercise information for
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hi storical reference.
INI TIAL TRAI NI NG SETTING MXT Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :

1. Local SOP

2. DOD 7000. 14-R, Financial Managenent Regul ation

3. MCO P7100.8_, Field Budget Guidance Manua

TASK: 3002.03. 08 (CORE PLUS) NMANAGE REI MBURSABLE FUNDI NG

CONDI TION(S): G ven a support agreenent, a requirement for a reinbursable, access to an
aut onat ed system internet access, appropriate software, and the reference.

STANDARD( S): To establish and manage rei mbursabl e funding.
PERFORVANCE STEPS

1. ldentify the requirenments of the support (reinbursable) agreenent, to include
any required reports.



2. Coordinate the reinbursable agreement with the external agency and the
conptroller.

3. Execute funds provided by the reinbursabl e docunent.

4. Coordinate with the conptroller to close the reinbursable once all requirenments
have been neet.

INI TIAL TRAINING SETTING MXT Sustainnment: 12 Req By: 2ndLt
REFERENCE( S) :
1. Local SOP

2. DOD 7000. 14-R, Financial Managenment Regul ation

TASK: 3002.03.09 (CORE PLUS) MANAGE THE UNI TS GOVERNMENT CREDI T CARD PROGRAM

CONDI TION(S): G ven a governnent credit card, access to an automated systemwith
appl i cabl e software and internet connectivity, and the references.

STANDARD( S): I n accordance with the references.
PERFORVANCE STEPS:

1. ldentify the approving official and governnent credit card holders for the using
unit.
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2. Direct the appropriate training for certification as an approving official and
government credit card hol der.

3. Mintain all appointment letters, revocation letters, and regulations on file.

4. Supervise an internal control programfor the security of the governnment credit
cards.

5. Supervise the validation of each governnent credit card purchase and the nonthly
government credit card bills by the approving official.

6. Supervise the paynment of the government credit card by the approving official.
INI TIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :

1. MCO P4200.15 , USMC Purchasi ng Procedures Manual

2. MCO P7000.14_, Marine Corps Cost Factor Mnual



3.

4.

5.

MCO P7300. 21, SABRS Fi nanci al Procedures Manual
UM 4400- 124 _, SASSY Using Units Procedures

UM 4400- 15, Organic Property Control Procedures

TASK: 3002.03.10 (CORE PLUS) DI RECT PURCHASES USI NG THE GOVERNVENT CREDI T CARD

CONDI TI ON( S) :

G ven a governnent credit card, purchase requirenent, access to an

aut omat ed systemwi th applicable software and internet connectivity, and the references.

STANDARD( S): I n accordance with the references.

PERFORMANCE STEPS:

Determine if the purchase is within the supply officer's authority and adhere to

Appendix Ato
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1. Identify the purchase requirenents.
2.
t he government credit card regul ations.
3. ldentify and select a source of supply.
4. Direct a governnent credit card holder to make the purchase.
5. Validate the requirements of the purchase were net.
6. Supervise the Standard Accounting and Budgeti ng Reporting System ( SABRS)
obl i gation of the purchase.
7. Verify credit card bill and subnmit for paynent.
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I NI TIAL TRAINING SETTING MXT Sustainnment: 12 Req By:
REFERENCE( S) :
1. Local SOP
2. MCO P4200.15 , USMC Purchasi ng Procedures Manua
3. MCO P7000.14_, Marine Corps Cost Factor Manua
4. MCO P7300. 21, SABRS Financial Procedures Manua
5. UM 4400- 124_, SASSY Using Units Procedures
6. UM 4400-15, Organic Property Control Procedures




TASK: 3002.03. 11 (CORE PLUS)

CONDI TI ON( S) :

STANDARD( S): I n accordance with the references.
PERFORVANCE STEPS:
1. ldentify the purchase or contract requ

2. Initiate a purchase/contract
pur chasi ng and contracting agency.

G ven a purchase or contracting requirenent,
systemw th applicable software and i nternet connectivity,

I NI TI ATE PURCHASI NG AND CONTRACTI NG REQUESTS

access to an aut omated
and the references.

renments.

request through the process used by the |oca

3. Supervise the required Standard Accounting and Budgeting Reporting System

(SABRS) data entry to obligate funding for

4. Validate the purchase or contract requ

t he purchase or contract.

rements were net.

5. Monitor the proper

6. Ildentify and correct al

I i qui dat

[iquidation of the SABRS obligation.

ons to the local purchasing and contracting agency.

di screpancies with the purchase or contract support or

I NI TIAL TRAI NI NG SETTING MXT Sustainment:
REFERENCE( S) :
1. Local SOP
2. MCO P4200. 15_,
3. MCO P7000.14 , Marine Corps Cost
4. MCO P7300.21, SABRS Fi nanci a
5. UM 4400-124_,
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Pr ocedur es

TASK: 3002.03.12 (CORE) MANAGE THE PROCUREMENT
CONTROL ( DSSC)

CONDI TION(S): G ven a DSSC card, shopping list,
applicabl e software and internet connectivity,

STANDARD( S) :
r ef erences.

OF SUPPLI ES FROM DI RECT SUPPORT STOCK

access to an automated systemw th
and the references.

To maintain accountability of DSSC purchases in accordance with the



PERFORVANCE STEPS:
1. Review |local DSSC procedures.
2. Implenent an internal control program for DSSC purchases and fuel purchases.

3. Verify the letters of delegation of authority are signed, submitted, approved,
and maintained on file.

4. Approve DSSC and fuel requests, ensuring that sufficient funds are avail abl e.
5. Validate DSSC receipts agai nst the DSSC shopping lists.
6. Validate fuel |og against fuel consunmption report as required.

7. Manage the reconciliation of SABRS sunmary transacti ons agai nst the DSSC
receipts.

NI TIAL TRAI NI NG SETTING FLC Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :

1. Local SOP

2.  MCO P4400.76_, DSSC Manua

3. MCO P7300. 21, SABRS Fi nanci al Procedures Manua

TASK: 3002.03. 13 (CORE) VALI DATE THE COLLECTI ON AND TURN I N OF GOVERNMENT FUNDS
CONDI TION(S): G ven the requirenment to collect funds, an appointed authorized
custodi an, Cash Sal es/ Request for Checkage for Government Property (NAVMC 6), voucher
for reinmbursement and/or collection (DD Form 1131), cash neal payment sheet (NAVMC
10298), accountable records, conpleted nissing gear statenent, access to an autonated
systemw th appropriate software, and the references.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS
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1. Verify that Authorized Custodians/Audit Verification Oficers are properly

appointed in witing.

2. Verify that a separate safe has been assigned to each appoi nted authorized
custodi an for their exclusive use.

3. Verify that supporting docunmentation for source of funds collected are
admi ni stratively correct.



4. Verify that funds are turned in to a disbursing officer within the time franes
requi red by the references.

5. Verify that property record adjustnents are made to accountabl e bal ances as
required.

6. Conduct periodic internal reviews in accordance with the references.
NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :

1. DOD 7000. 14-R, Financial Managenent Regul ation

2. MCO P4400. 150_, Consuner Level Supply Manual

3. UM 4400-124_, SASSY Using Units Procedures

4. UM 4400- 15, Organic Property Control Procedures
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DUTY AREA 04 - M SCELLANEQUS: LT

TASK: 3002.04.01 (CORE) PREPARE SUPPLY OFFI CER' S AND COVMANDI NG OFFI CER S CERTI FI CATE
OF RELI EF



CONDI TION(S): G ven an existing 5-year file, Table of Organization (T/O and rel ated
on-board manni ng | evel s, Table of Equi prment (T/E) status, financial status, on-going
proj ect status, supply inspection results, notice of forthcom ng inspections, access to
an autonated systemwi th applicable software, and the references.
STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS

1. Conpile the necessary information required per the references.

2. Analyze unit supply office files/records to determ ne accuracy.

3. Prepare the Certificate of Relief.

4. Provide the letter to the relieving supply or commandi ng officer

5. Ensure a copy of the letter is filed in the 5-year file.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt
REFERENCE( S) :

1. MCO P4400. 150 , Consumrer Level Supply Manua

2. SECNAVI NST 5215.5, Records Retention and Di sposition

3. SECNAVI NST 5216.5 , Correspondence Manua

4. UM 4400- 124 _, SASSY Using Units Procedures

5. UM 4400- 15, Organic Property Control Procedures

TASK: 3002.04.02 (CORE) PREPARE ENDORSEMENT ON OUTGO NG SUPPLY OFFI CER' S CERTI FI CATE OF
RELI EF

CONDI TION(S): G ven an existing 5-year file, the outgoing supply officer's Certificate
of Relief, personnel staffing status, Table of Equipment (T/E) status, financial status,
project status, inspection results, notice of upcom ng inspections, personal assessnent
regardi ng status of account, access to an automated systemwi th applicable software, and
the references.

STANDARD( S): To accurately depict the overall status of the supply account at the tinme
of turnover.

PERFORVANCE STEPS
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1. Inspect the condition of the records, inventory results, supplies, personnel

and all other supply-related matters.



2. Verify the accuracy of the outgoing supply officer's Certificate of Relief.

3. Prepare own endorsenent addressing the outgoing supply officer's Certificate of
Rel i ef .

4. Provide the endorsement with the Certificate of Relief to the Commandi ng
Oficer.

5. Post copy of letter in the 5-year file.

NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt

REFERENCE( S) :
1. MCO P4400. 150 , Consumer Level Supply Manual
2. SECNAVI NST 5215.5, Records Retention and Di sposition
3. SECNAVI NST 5216.5_, Correspondence Manual
4. UM 4400- 124 _, SASSY Using Units Procedures
5. UM 4400- 15, Organic Property Control Procedures

TASK: 3002.04.03 (CORE) MAI NTAIN REQUI RED LETTERS OF APPO NTMENT AND REVOCATION I N THE
SUPPLY FI VE- YEAR FI LE

CONDI TION(S): G ven access to existing letters of appointnment and revocation, 5-year

file,

access to an automated systemwi th applicable software, and the references.

STANDARD( S): I n accordance with the references.

PERFORMANCE STEPS:

1.

2.

6.

Revi ew t he references.

Ensure letters of appointment and revocation are drafted as required.
Identify any file discrepancies.

Initiate corrective action to resolve the discrepancies.

Verify the corrective action is acconplished.

Conduct periodic internal review per current directives.

I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt

REFERENCE( S) :
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1. DOD 7000. 14-R, Financial Managenent Regul ation
2. SECNAVI NST 5215.5, Records Retention and Di sposition
3. UM 4400-124_, SASSY Using Units Procedures

4. UM 4400- 15, Organic Property Control Procedures

TASK: 3002.04.04 (CORE) MAI NTAIN RESULTS OF AUDI TS AND VERI FI CATI ON

CONDI TION(S): G ven audit and verification results docunmentation, 5-year file, and the
ref erences.

STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. Review the references.
2. ldentify any discrepancies in the Audit Verification Report.
3. Initiate corrective action to resolve any di screpanci es.
4. Verify the corrective action is conpl eted.
5. Mintain results in the 5-year file.
6. Conduct periodic review per current directives.
I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt
REFERENCE( S) :
1. DOD 7000. 14-R, Financial Managenent Regul ation
2. MCO P4200.15 , USMC Purchasi ng Procedures Mnual
3. MCO P4400. 150_, Consuner Level Supply Manual
4. SECNAVI NST 5215.5, Records Retention and Di sposition
5. UM 4400- 124_, SASSY Using Units Procedures

6. UM 4400-15, Organic Property Control Procedures

TASK: 3002. 04. 05 (CORE) MANAGE PROCESSI NG OF M SSI NG LOST/ STOLEN RECOVERED ( MLSR)
REPCORTS

CONDI TION(S): G ven the loss/gain of regul ated/controlled/sensitive/ordnance itens of
Covernment property, access to an automated systemw th applicable software and DMVS
capability, and the references.
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STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:
1. Direct the preparation and subnission of "initial" MSRs per current directives.
2. Subnit "supplemental" and "final" MSR reports as required.
3. Initiate and voucher appropriate gain/loss transactions as required.
4. File M.SRs per the directives.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :
1. MCO 4340.1 , Reporting M ssing/Lost/Stol en/ Recovered Governnent Property
2. MCO P4400. 150_, Consuner Level Supply Manual

3.  SECNAVI NST 5500.4 , Reporting of Mssing, Lost, Stolen, or Recovered (MSR)
Gover nment Property

TASK: 3002.04.06 (CORE PLUS) MANAGE AMVUNI TI ON ACCOUNTABI LI TY

CONDI TION(S): G ven NAVMC 10774s, the unit's Table of Organization, and Tabl e of
Equi prent, appropriate audit trail docunents, and the references.

STANDARD( S): I n accordance with the references.
PERFORVANCE STEPS:
1. Verify that amunition requisitions are properly prepared.

2. Establish proper accountability for anmunition by individual DoD Identification
Code (DoDIC) and | ot number.

3. Review and maintain Notification of Anmunition Recl assifications (NARS)
nessages, taking appropriate action on them as necessary.

4. Conduct periodic internal reviews per current directives.
NI TIAL TRAI NI NG SETTING MXT Sustainment: 18 Req By: 2ndLt
REFERENCE( S) :

1. MCO 8020.10, USMC Anmunition and Expl osive Safety Policy

2. MCO P8011.4 , USMC Tabl e of All owance for Anmunition

3. UM 4400-124_, SASSY Using Units Procedures
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4. UM 4400- 15, Organic Property Control Procedures

TASK: 3002.04. 07 (CORE PLUS) MANAGE ACCOUNTABI LI TY OF PACKAGED OPERATI ONAL RATI ONS
( PORS)

CONDI TION(S): G ven a using unit supply section, NAVMC 708 cards, NAVMC 713 cards, Cash
Meal Paynment Sheet, Meal Record Signature Sheet, access to an automated systemwi th
applicabl e software, and the references.

STANDARD( S): I n accordance with the references.

PERFORMANCE STEPS

1. Manage POR accountability through the use of Stock Record and I nventory Contro
Card (NAVMC 708) or automated database as authorized by MCO P4400. 150.

2. Supervise the accounting for PORs by date of pack and | ot nunber, utilizing
NAVMC 713 cards or autonated database as authorized by MCO P4400. 150.

3. Mintain appropriate docunentation on file in support of all adjustments to the
accounting records.

4. Direct PORs be sold at rates promul gated through annual MCBUL 10110 MARADM N
"Meal Rates" message.

5. Coordinate stored POR veterinary inspections as required.

6. Conduct periodic internal review per current directives.
NI TIAL TRAI NI NG SETTING MXT Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :

1. MCBUL 10110, Annual Meal Rates Bulletin

2. MCO 1010.47, Basic Allowance for Subsistence

3. MCO 10110.40_, Policy for Requisition, Issue and Control of Packaged
Operational Rations, Accounting for Operational Rations

4. MCO P10110.14 , Food Service Standard Operating Procedures
5. MCO P4400. 150_, Consuner Level Supply Manua

6. UM 4400- 15, Organic Property Control Procedures

TASK: 3002.04.08 (CORE) MANAGE PERSONAL EFFECTS



CONDI TION(S) : G ven personnel accounting for personal effects, current nmorning reports,
and the references.
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STANDARD( S): To ensure personal effects are accounted for in accordance with the
ref erences.

PERFORMANCE STEPS
1. Ensure daily morning reports published by the unit admi n section are revi ewed.
2. Ensure inventory boards are established.
3. Ensure inventory boards are maintained current.
4. Ensure inventory board nenbers are trained as required.

5. Verify that personal effects inventories are conducted when required within the
time frames established by the references.

6. Verify that the inventory, storage, and disposition of personal effects are
conduct ed per the references.

7. Conduct periodic internal review per current directives.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :

1. MCO P4050.38_, Personal Effects and Baggage Manua

2. MCO P4400. 150_, Consuner Level Supply Manua

TASK: 3002.04.09 (CORE) MANAGE PERVMANENT | SSUE OF SPECI AL EQUI PMENT

CONDI TION(S): G ven authorized on-hand stocks, eligible nenmbers, |ocal SOP, |oca
i ssue/receipt form and the reference.

STANDARD( S): To ensure proper accountability of all equi prment authorized as permanent
i ssue for individual end use in accordance with the references.

PERFORVANCE STEPS

1. Prior to issue have the unit adnmnistrative officer review the individual's
Oficer Qualification Record (OQR) or enlisted Service Record Book (SRB).

2. Obtain a certification fromthe unit adm nistrative officer verifying that no
previ ous issues of equi prent had been conducted for the subject personnel



3. Obtain eligible nenber's acknow edgenment signature upon receipt for specified
equi prent on the certification form

4. Provide a copy of the receipt to the unit adm nistration officer requesting that
the issue be recorded in the recipient's OQR SRB

5. Obtain adnministrative officer's certification that required entries had been
made in the OQR/ SRB.
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6. File the certification formas required in the references.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :
1. Local SOCP
2.  MCO P4400.150_, Consuner Level Supply Manua

3. MCO P5000.14 , Marine Corps Admin Procedures Manual (MCAP)

TASK: 3002.04.10 (CORE PLUS) MANAGE | NDI VI DUAL CLOTHI NG RECORDS

CONDI TION(S): G ven a requirement to obtain and record a Mari ne Corps funded cl ot hi ng
i ssue, NAVMC 604 or 604B, NAVMC 631 or 631A, MCBul 10120 series, and the reference.

STANDARD( S): To ensure individual clothing is issued and recorded in accordance with
the reference.

PERFORVANCE STEPS
1. Validate the requirenent.
2. Validate the allowance quantities.

3. Verify that NAVMC 631 or 631As are prepared to reflect all uniformclothing
i ssues.

4. Verify that NAVMC 604 and 604B requisitions are submitted to the appropriate
sour ces.

5. Obtain eligible nenber's acknow edgenent signature upon receipt for specified
equi prent on the certification form

6. Provide a copy of the receipt to the unit adm nistration officer requesting that
the issue be recorded in the recipient's OQR SRB.

7. Supervise all other special and supplemental uniformissues as applicable.



8. Supervise Reserve clothing issues as applicable.
9. Recover Reserve clothing when applicable.

10. Conduct the inventory on Reserve clothing and certify its conpletion on the
NAVMC 631 or 631A as required in the reference.

11. Conduct periodic reviews per current directives.
NI TIAL TRAI NI NG SETTING MXT Sustainment: 24 Req By: 2ndLt
REFERENCE( S) :
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1. MCBUL 10120, Annual d othing Al owance

2. MCO P10120.28_, Individual d othing Regul ations

TASK: 3002.04.11 (CORE) MANAGE THE PUBLI CATI ON LI STING FOR THE UNI T SUPPLY SECTI ON
CONDI TION(S): G ven the Supply Section's Publication Listing (PL), NAVMC 2761, | ocal
St andi ng Operating Procedures (SOP), access to an autonated systemwi th applicable
sof tware and CD drive, and the references.
STANDARD( S): To ensure required publications are on hand or on order.
PERFORMANCE STEPS:

1. Direct a review of the PL as required.

2. Verify results of the PL review.

3. Direct the order of missing publications.

4. Revi ew pendi ng requi sitions.

5. Initiate corrective action with unit publications Distribution Control Point
(DCP) and resubmt requisition denials to resolve the discrepancies.

6. Verify corrective action is acconplished.

7. Conduct periodic reviews per current directives.
I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :

1. Local SOP

2. MCO P5000.14 , Marine Corps Admin Procedures Manual (MCAP)



3. MCO P5600.31 , Marine Corps Publications and Printing Regul ations

TASK: 3002.04. 12 (CORE PLUS) ESTABLI SH SUPPLY MOS SUSTAI NMENT TRAI NI NG

CONDI TION(S): G ven personnel training records, training schedules, access to an
automat ed systemwi th applicable software, and the references.

STANDARD( S): To ensure personnel sustain appropriate skill levels through occupati onal
training according to established standards and references.

PERFORMANCE STEPS
1. Review the references.
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2. Ascertain technical know edge deficiencies of unit supply personnel

3. Determine on the job and sustai nnment training requirenents by grade and MOS
t hrough reviewing the GCccFld 30 I TS Manual

4. Devel op and submt a training plan

5. Develop required training materials (Il esson handouts, practical application
exerci ses, computer-based training, etc.).

6. Conduct sustainment training using published training standards.
7. Encourage use of self-directed study and assist in providing tutorial resources.

8. Mnitor correction of technical know edge deficiencies through observation and
requi red counsel i ng.

9. Validate the docunmentation of training as it occurs.

10. Conduct periodic reviews of training records to ensure proper training
sust ai nment .

I NI TIAL TRAI NI NG SETTING MXJT Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :
1. MCO 1510. 34, Individual Training Standards System (I TSS)
2. MCO 1510. 73C, Individual Training Standards for OccField 30XX
3. MCO 1553.3, Marine Corps Unit Trai ni ng Managenent

4. MCO P4400. 150_, Consuner Level Supply Mnua



5. MCRP 3-0A, Unit Training Managenment Cuide
6. MCRP 3-0B, How to Conduct Training

7. SAT USER S GUI DE, Systems Approach to Training

TASK: 3002.04.13 (CORE) BRI EF COMVANDI NG OFFI CER ON STATUS OF SUPPLY OPERATI ON

CONDI TION(S): G ven all docunentation, such as deficiencies, status of funds, and Mney
Val ue Gain/Loss Notices relating to the condition/status of the supply account.

STANDARD( S): To ensure commander awareness on the status of the supply account.

PERFORMANCE STEPS:

1. ldentify current T/E end itemand other nateriel deficiencies.
2. ldentify current status of funds/obligation rates.
6- A- 37
MCO 1510. 73C
DRAFT
3. ldentify status of personnel.

4. Brief the Comanding Oficer as required.
NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :
1. MCO P4400. 150 , Consumer Level Supply Manual
2. UM 4400- 120, Asset Tracking for Logistics Supply System
3. UM 4400- 124 , SASSY Using Units Procedures

4. UM 4400- 15, Organic Property Control Procedures
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DUTY AREA 05 - COVBAT SERVI CE SUPPORT: LT
TASK: 3002.05.01 (CORE) DEVELOP A SUPPLY SUPPORT PLAN TO SUPPORT MAGTF OPERATI ONS

CONDI TION(S): G ven the depl oynent of a Marine Air-G ound Task Force (MAGTF), nission
obj ectives, access to an automated systemw th applicable software, and the references.

STANDARD( S): To support the supply requirenents of the MAGIF during deploynent in
accordance with the references.

PERFORMANCE STEPS:

1. ldentify supply-related conbat service support requirements to support the
m ssi on.

2. Provide guidance as to supply support available within the established Conbat
Servi ce Support El ement (CSSE) organization.

3. Provide input for required conbat service support needed to support nission
obj ecti ves.

4. Review CSS pl anni ng docunments required for supply to support the operation.

5. Use the principles of conbat service support in devel oping the supply related
conbat service support m ssion objectives.



6. Verify that the supply-related conbat service support mission objectives
coi ncide with the MAGTF m ssion objectives.

7. Coordinate conbat service support between the operating units and the main CSSE
control | i ng agency.

8. Provide appropriate input to establish the Tactical Logistics G oup.
NI TIAL TRAINING SETTING FLC Sustainment: 24 Req By: 2ndLt
REFERENCE( S) :
1. FM 101-5
2. Local SOP
3. MR 4-11.8A
4. MCRP 4-11A
5. MCRP 5-12D
6. MW 4-1
7. MW, 4-11
8. MOWP 4-11.7/4-6
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9. MW, 4-11.8

10. MOWP 4-12

11. MOWP 5-2A/ 5-12A

12. FM 100-15, Larger Units Operations

13. FMFM 4-1, Conbat Service Support Operations

14. OH 4-1, Operator Handbook for Logistics

TASK: 3002. 05.02 (CORE) PROVI DE SUPPLY FOCUSED COVBAT SERVI CE SUPPORT | NPUT I N MARI TI ME
PREPCSI TI ONI NG FORCE ( MPF) OPERATI ON PLANNI NG

CONDI TION(S): G ven an initiating directive, an MPF assigned unit, access to an
aut omat ed systemwi th applicable software, and the references.

STANDARD( S): To ensure the nost effective supply support to the assigned units in
support of the mission and in accordance with the references.



PERFORVANCE STEPS:
1. Review the references.
2. Reviewthe initiating directive.

3. ldentify supply-related conbat service support requirements to support the
m ssi on.

4. Provide guidance as to supply support available within the established Conbat
Servi ce Support El ement (CSSE) organization.

5. Provide input for required conbat service support needed to support nission
obj ecti ves.

6. Review CSS pl anni ng docunents required for supply to support the operation.

7. Use the principles of conbat service support in devel oping the supply related
conbat service support m ssion objectives.

8. Verify that the supply-related conbat service support mission objectives
coincide with the MAGTF mi ssion objectives.

9. Coordinate conbat service support between the operating units and the main CSSE
control | i ng agency.

10. Provide appropriate input to establish the Tactical Logistics G oup.

11. Verify that the supply-related conmbat service support m ssion objectives
coincide with the MAGTF mi ssion objectives.

I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt
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REFERENCE( S) :
1. FM101-5
2. Local sOP
3. MW 4-1
4. MW 4-11
5. MOWP 4-11.7/4-6
6. MOWP 4-12
7. MOWP 5-2A/5-12A

8. FM 100-15, Larger Units Operations



9. FMFM 4-1, Conbat Service Support Operations

10. JONT PUB 5-3.1, Joint Operation Planning and Execution System Vol |
(Pl anni ng, Policy & Procedures)

11. JONT PUB 5-3.2, Joint Operation Planning and Execution System Vol 11
12. OH 1-5, Maritinme Prepositioning Force (MPF) Operations

13. OH 4-1, Operator Handbook for Logistics

TASK: 3002. 05.03 (CORE) CONDUCT SUPPLY SUPPORT OPERATI ONS W THI N A COVBAT SERVI CE
SUPPORT ELEMENT ( CSSE)

CONDI TION(S): Gven a unit deploying with a Marine Air-G&Gound Task Force (MAGTF),
operation order, |ocal standing operating procedures (SOP), access to an autonated
systemw th applicable software, and the references.
STANDARD( S): To support the MAGTF mission in accordance with the references.
PERFORMANCE STEPS:
1. Review the six functional areas of Conbat Service Support.
2. Reviewthe different levels of |ogistic support.
3. Review the different supply distribution nethods.
4. Review the two supply repl eni shnent systens known as push and pul | .
5. Review the 10 cl asses of supply.
6. Review supported units' LO and support requirenents, when applicable.
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7. Review the assigned support m ssions.

8. Verify that the supported units' Equi pnent Density Lists (EDLs) have been
obt ai ned and revi ewed.

9. Verify that Operation Depl oyment Contingency repair parts/supply bl ocks based on
the EDL and unit conposition have been established and prepared for enbarkation.

10. Verify that resupply procedures and support have been established.
I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 24 Req By: 2ndLt
REFERENCE( S) :

1. FM101-5



2. Local SOP

3. MR 4-11.8A

4. MCRP 4-11A

5. MCRP 5-12D

6. MW, 4-1

7. MWP 4-11

8. MW, 4-11.7/4-6

9. MW 4-11.8

10. MOWP 4-12

11. MOWP 5-2A/5-12A

12. FM 100-15, Larger Units Operations

13. FMFM 4-1, Conbat Service Support Operations
14. MCO P4400. 150_, Consuner Level Supply Manual

15. UM 4400- 124 _, SASSY Using Units Procedures

TASK: 3002.05.04 (CORE PLUS) MONI TOR PREPARATI ON OF ALL CLASSES OF SUPPLIES FOR
DEPLOYMENT

CONDI TION(S): G ven a deploynent, nobilization and/ or enbarkation order, |ocal standing
operating procedures (SOP), access to an automated systemwi th applicable software, and
the references.

STANDARD( S): To support to the unit in the event of a depl oynent/nobilization in
accordance with the references.
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PERFORVANCE STEPS:
1. Review |local SOP.
2. Review nobilization and/ or enbarkation order, as applicable.

3. Conduct appropriate Staff liaison (i.e., with the S-4 and unit enbarkation
of ficer).

4. Coordinate enbarkation container (i.e., quadcons and pal cons) support with the



unit enbarkation officer.
5. Direct the validation of MDSS Il records with Supply.

6. Assist monitoring of registration of the Time Phased Force Depl oynent Data
(TPFDD) .

7. Verify that the processing of supplies and equi pment for a deploying unit neets
the requirenents specified in the enbarkation order.

8. Verify that all supplies and equi pnent are inspected for condition and quantity
and are appropriately prepared for shipment.

9. Ensure that all supply enbarkati on boxes/containers have correct tactical and
| ocati on mar ki ngs.

NI TIAL TRAI NI NG SETTING MXT Sustainment: 24 Req By: 2ndLt
REFERENCE( S) :

1. FM 101-5

2. Local sOP

3. MOWP 4-1

4. MOWP 4-11

5. MOWP 4-11.7/4-6

6. MW, 4-12

7. MOWP 5-2A/5-12A

8. DOD 4145.19-R- 1, Storage and Materials Handling

9. FMFM 4-1, Conbat Service Support Operations

10. MCO P4450.7_, Marine Corps Warehousi ng Manual

TASK: 3002.05.05 (CORE PLUS) MANAGE ACCOUNTABILITY OF UNIT MARI TI ME PREPOSI TI ONI NG
FORCE (MPF) ASSETS
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CONDI TION(S): G ven an MPF operation, warning order, assigned MPS/ MPF conposition, a
desi gnated port/beach and airfield, access to an automated systemwi th applicable
software and internet connectivity, and the references.

STANDARD( S): To effectively nanage MPF unit designated assets throughout all four
phases of an MPF operation in accordance with the references.



PERFORVANCE STEPS:
1. Review the warning order and the MPF operation situation.

2. Provide input to the planning and preparation of the nmovenent of units to the
Aerial Port of Enbarkation (APOCE).

3. Provide input to the planning and novenent of forces, equipnent, and supplies to
the Arrival and Assenmbly Area (AAA).

4. Assist in the planning and supervise the off-1oad, receipt, and subsequent issue
of supplies to supported units.

5. Verify that all supplies are properly recorded on unit records.

6. Assist in the planning and supervise appropriate regeneration of the MPF.
NI TIAL TRAINING SETTING MXT Sustainment: 24 Req By: 2ndLt
REFERENCE( S) :

1. FM 101-5

2. MCRP 5-2A/5-12A

3. MOWP 4-1

4. MOWP 4-11

5. MOWP 4-11.7/4-6

6. MW, 4-12

7. FM 100-15, Larger Units Operations

8. FMFM 3-1, Command and St aff

9. FMFM 4-1, Conbat Service Support Operations

10. MCO P3000. 18, Marine Corps Planner's Manual

11. MCO P4200.15 , USMC Purchasi ng Procedures Manual

12. OH 1-5, Maritime Prepositioning Force (MPF) Operations

13. OH 4-1, Operator Handbook for Logistics
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14. UM 4400- 124 , SASSY Using Units Procedures




TASK: 3002.05.06 (CORE PLUS) SUPERVI SE THE ESTABLI SHVENT OF A FI ELD WAREHOUSE
CONDI TION(S): G ven nission objectives, sufficient buildings/tents and area to
establish the field warehouse, an operation plan, appropriate MHE, access to an
aut omated systemwi th appropriate software, and the references.

STANDARD( S): To properly locate and construct a field warehouse in support of the
unit's mssion objectives and in accordance with the references.

PERFORMANCE STEPS:
1. Review operational plans and |local SOP to determ ne requirenents.
2. Determne the warehouse site.

3. Coordinate the layout of the field warehouse to nmeet the needs of the depl oyed
unit.

4. Monitor the construction/establishnent of the field warehouse to ensure that the

war ehouse provi des adequate storage, security, drainage, and ventilation per the

ref erences.

5. Note deviations from procedures established by the references.

6. Initiate corrective action on noted deviations.

NI TIAL TRAINING SETTING MXT Sustainment: 24 Req By: 2ndLt
REFERENCE( S) :

1. FM 101-5

2. Local sOP

3. MCRP 5-2A/5-12A

4. MOWP 4-1

5. MOWP 4-11

6. MOWP 4-11.7/4-6

7. MW, 4-12

8. DOD 4145.19-R- 1, Storage and Materials Handling

9. MCO P4450. 12, Joint Service Manual for Storage and Handli ng of HAZMAT

10. MCO P4450.7_, Marine Corps Warehousi ng Manual

11. UM 4400- 124_, SASSY Using Units Procedures
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DUTY AREA 06 - | NTERMVEDI ATE SUPPLY SUPPORT: LT
TASK: 3002.06.01 (CORE PLUS) MANAGE I NI TI AL | SSUE PROVI SIONING (11 P) PROGRAM
CONDI TION(S): G ven pertinent draft planning data Material Fielding Plans (MFP),
information fromitem project officer, appropriate program support data, Program
oj ective Menorandum (POV), Provision Program Docurmentation (PPD), access to an

aut omat ed systemwi th applicable software and i nternet connectivity, and the references.

STANDARD( S): To support anticipated equi pnent fielding tinme frames in accordance wth
the references.

PERFORMANCE STEPS:
1. Review all relevant program support data, POM PPD, and M-Ps.
2. Provide concurrence/ reconmmendati ons on draft planning docunents.
3. Devel op and coordinate draft transition plans.
4. Monitor revised provisioning schedul e established by SYSCOM
5. Direct IIP issues.
6. Validate that incoming IIP data from MATCOM i s | oaded.
7. Establish procedures to track the attai nment of |IP project.
8. Report the attainment of |IIP project to higher headquarters.
9. Coordinate with Stock Control of the General Account to ensure Requisitioning
oj ectives (RGs), Reorder Points (ROPs), and protected stock requirenent codes
are correctly |loaded to General Account Bal ance File.
I NI TIAL TRAI NI NG SETTING MXT Sustainment: 24 Req By: 2ndLt
REFERENCE( S) :
1. MCO P4400.151 , Internediate Level Supply Managenent Policy Mnual

2. MCO P4400.39 , War Reserve Material Policy Manual

3. UM 4400- 123, FMF SASSY Managenent Unit Procedures

TASK: 3002. 06.02 (CORE PLUS) MONI TOR REDI STRI BUTI ON OF REPARABLE | SSUE PO NT ASSETS
CONDI TION(S): G ven assignment to a maintenance float or subfloat activity, maintenance
float supporting documentation, access to an automated systemw th applicable software
and internet connectivity, and the references.

STANDARD( S): I n accordance with the references.
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PERFORMANCE STEPS:
1. Review the references.

2. Validate mmintenance float Due and Status File (DASF), Consolidated Asset
Li sting, and recomputation reports.

3. Report excess depot-level reparables to COVMWARCORLOGBASES.

4. Supervise serviceable the return of nondepot reparables to the RIP or Contracted
Logi stical Support (CLS) activity.

5. Ensure compliance with disposition instructions.
6. Ensure property records are adjusted properly.
I NI TIAL TRAI NI NG SETTING MXT Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :
1. MCO P4400.151 , Internediate Level Supply Managenent Policy Mnual
2. MCO P4400.82_, Regul ated/ Control |tem Managenent Manual

3. UM 4400- 123, FMF SASSY Managenent Unit Procedures

TASK: 3002. 06.03 (CORE PLUS) MONI TOR RECONCI LI ATI ON OF STORES ACCOUNTI NG RECORDS

CONDI TION(S): G ven assignment to an intermedi ate supply activity, Cass | system

out put, COMVARCORLOGBASES stores reconciliation listing, mainfrane access, access to an
aut omat ed systemwi th applicable software, and the reference.

STANDARD( S): To ensure the accuracy of stores subsystem bal ances in accordance with the
ref erence.

PERFORMANCE STEPS:
1. Review the reference.
2. Review daily output fromthe daily cycle.
3. Verify weekly and nonthly jobs are appropriately executed.
4. Take corrective action to resol ve di screpancies.
I NI TIAL TRAI NI NG SETTING MXT Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :

1. UM 4400-76, DSSC Data Entry



Appendix Ato
ENCLOSURE ( 6)
6- A- 48
MCO 1510. 73C
DRAFT
DUTY AREA 07 - STORAGE AND DI STRI BUTI ON: LT
TASK: 3002.07.01 (CORE) MONI TOR MAI NTENANCE OF STORED ASSETS

CONDI TION(S): G ven accountabl e assets, locator files, pending maintenance orders, and
t he references.

STANDARD( S): To ensure noni ssued supply system stock is maintained in a serviceable,
ready-to-issue condition in accordance with the references.

PERFORMANCE STEPS:
1. Verify that all itens received for storage are serviceable.
2. Safeguard material fromdeterioration and expired shelf life.
3. Ensure security of stored assets fromtheft and pilferage.
4. Inspect facility for infestation.
5. Direct care and storage for stored assets.

6. Direct reconciliation of pending facility maintenance work requests with the
supporting mai ntenance activity as required.

NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S) :
1. Local SOP
2. DOD 4145.19-R- 1, Storage and Materials Handling
3. OPNAV 5530. 14, Physical Security and Loss Prevention
4. OPNAVI NST 5530.14 , Care and Storage Manual

5. UM 4400- 124_, SASSY Using Units Procedures

TASK: 3002.07.02 (CORE) MANACE WAREHOUSE SAFETY PROCEDURES

CONDI TION(S): G ven access to a warehouse, a list of supplies stored in the warehouse,
and the references.

STANDARD( S): To ensure a safe and manageabl e warehouse, in accordance with the



ref erences.
PERFORVANCE STEPS:
1. Verify that supplies stored within the warehouse nmeet applicable safety

requirenents.
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2. Mintain adequate Material Handling Equi prent (VHE) availability.

3. Validate that all MHE operators are properly |icensed.

4. Monitor the use of safety devices and equi prent.

5. Validate material compatibility.

6. Establish Hazardous Material and spill contai nment procedures.

7. Assign personnel to fire stations.

8. Validate that the warehouse is laid out in accordance with current directives.

9. Train all warehouse personnel on safety procedures.
I NI TIAL TRAI NI NG SETTING FLC Sustainnent: 12 Req By: 2ndLt
REFERENCE( S)

1. DOD 4145.19-R- 1, Storage and Materials Handling

2. DOD 6055.1, DOD, Qccupational Safety & Health (OSH) Program

3. MCO P4450.7_, Marine Corps Warehousi ng Manual

4. MCO P5100.8, Marine Corps Cccupational Safety and Heal th Program Manua

TASK: 3002.07.03 (CORE) MANAGE HAZARDOUS MATERI AL

CONDI TION(S): G ven a requirement to receipt, store, issue, and di spose of hazardous
material, and the references.

STANDARD( S): I n accordance with the references.
PERFORMANCE STEPS:

1. Review the references.

2. ldentify hazardous material content.

3. Manage the receipt, storage, issue, and di spose of hazardous materials.



4. Verify that all stored hazardous material contains required Material Safety Data
Sheet (MSDS) .

5. Verify that all enpty hazardous material containers are returned to the
satellite accunul ati on area (SAA) or disposal activity.

I NI TIAL TRAINING SETTING FLC Sustainment: 6 Req By: 2ndLt
REFERENCE( S)
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1. Local SOP

2. CFR TITLE 29, Qccupational Safety & Health Standards for General Industry
(1910)

3. DOD 4145.19-R- 1, Storage and Materials Handling
4. DOD 6055.1, DOD, Cccupational Safety & Health (OSH) Program
5.  MCO P4450.7_, Marine Corps Warehousi ng Manual

6. MCO P5090.2, Environnental Conpliance and Protection Manual

TASK: 3002.07.04 (CORE PLUS) MONI TOR ELECTROSTATI C DI SCHARGE (ESD) SENSI TI VE DEVI CES
DURI NG HANDLI NG, STORAGE, AND TRANSPORTATI ON

CONDI TION(S): Provi ded ESD sensitive devices, ESD protection materials, ESD | abels,
appl i cabl e techni cal research devices, and the references.

STANDARD( S): To protect ESD sensitive devices fromdamage in accordance with the
ref erences.

PERFORMANCE STEPS:

1. Review the references.

2. ldentify materials requiring ESD protection

3. Direct actions necessary to protect ESD sensitive devices.
INI TIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :

1. MCO 2410.2 , Electromagnetic Environnenta

2. Sl 4400-15/1_, Marine Corps Supply Instructions



3. Tl 4400-15/1, Packagi ng, Handling, Storage and Transportation of
El ectrostatic Discharge Sensitive Itens

4. TM 9406- 15, G oundi ng Procedures
5. TM 9999-15/1, ESD Awareness El ectro-Static D scharge

6. TM 9999-15/2, Electrostatic Discharge (ESD) Mnagenent

TASK: 3002.07.05 (CORE PLUS) ENSURE COWVPLI ANCE W TH THE RADI OLOG CAL CONTROL PROGRAM
(RCP)

CONDI TION(S): G ven the requirement to receipt, store, and issue devices contai ning
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radi oactive materials (other than liquids) in a nondispersible form (unl ess gaseous) and
the references.

STANDARD( S): I n accordance with the references.
PERFORVANCE STEPS:

1. Verify devices containing radioactive materials are identified by NIIN and
serial nunber.

2. Establish and mmintain secure and controlled storage areas for itens detern ned
to contain radioactive materi al

3. ldentify radioactive storage areas in accordance with regul ati ons.

4. Provide appropriate material for the handling of radioactive material containing
devi ces.

5. Provide appropriate radiation instruction/training.
6. Publish and maintain | ocal standing operating procedures (SOPs) for command RCP

7. Coordinate storage of radioactive material containing devices with energency
personnel in accordance with current directives, as required.

8. Coordinate disposal of devices with |owlevel radioactive waste with the base
Radi ati on Safety Officer or other agencies as required.

9. Coordinate with pertinent personnel the inventory and reporting of materials
cont ai ni ng radi oacti ve substances.

I NI TIAL TRAI NI NG SETTING MXT Sustainment: 24 Req By: 2ndLt
REFERENCE( S) :

1. TI 5104-15/2_



2. CFR TITLE 10, Title 10 Code of Federal Regul ations

3. CFR TITLE 49, Transportation

4. MCO 5104. 3, Radiation Safety Program

5. MCO P11000.11 , Real Property Facility Manual, Vol VII

6. MCO P4400.105_, Radioactive Commopditi es DoD System

7. NAVSEA TM S0410- AA- RAD- 010, Radi ol ogi cal Affairs Safety Program Manua
ADM NI STRATI VE | NSTRUCTI ONS: Radi ol ogi cal instruction should cover the foll ow ng areas:
emer gency procedures, contam nation control, personnel decontani nation, incident
reporting, transportation of devices, shipping and receiving activity responsibilities,

packagi ng devi ces, storing devices, inventorying devices, security of devices,
mai nt enance of devices, and marki ngs/warni ngs for devices.
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